
2015 Commercial Assessment Appeal by “Representative” 

To start your Appeal click on the Start button.  

 

 
Enter your (12) digit Parcel ID Number or Property Address and then click on the Search button. 

 

Information Verification: 
If the Ownership information, Property Address and Parcel ID described is the property you plan to 
Appeal, click “Yes, Continue”. If this is not your property click “No, Search again”. 
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Before you continue, please read: 

The “Commercial Property Assessment” and the “Appeals Process” are described. From this screen 
you will be able to download and complete the PVA Income-Expense Form and/or Sales Comparison 
Worksheet. Please complete the appropriate form and save a copy to your computer before you begin 
your Assessment Appeal. When ready click the “I accept” button. 
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EXHIBIT A:  Assessment Appeal Qualifications 
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EXHIBIT B:  PVA Income/Expense Form 
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EXHIBIT C:  PVA Commercial Sales Comparison Worksheet. Fill out the information below with three 
comparable sales, including property address, sale date and sale price. Save the Sale Comparison 
Worksheet when finished. At the end of the appeal, you will be able to upload the worksheet. 
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Appeal Process: 

Read the Property Assessment Appeal Process. When done click on “I accept”. 

 

 

Confirm who is appealing:  
If you are representing the Owner, click the Authorized Representative area.  
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First you will need to Upload your Assignment Letter. When done click “Continue”.  
Note: If you need to start over, just click “Back” 
Screen (A): 

 
 
 
Screen (B): 
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Second you will need to upload your Proof of Qualifications: 
Click on the drop down menu to choose your Qualification  
Screen (A):  

 
Screen (B): 

 

Page 8 of 18 
 



Step 1:  
Authorized Representative will need to fill in all the required fields.  
You will see a pop up box that will ask. “Is your Email correct?” If yes, click OK. 
When all is correct click “Next”. 
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Step 2: 
Enter the “Owner’s Opinion of Value” for the property being appealed.  
You will see a pop up box that will ask. “Is your opinion of value correct?” If yes, click OK 
When all is correct click “Next”. 
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Step 3: 

Give a brief description of the type of “Business Use” on this property.  
This will help in applying the correct approach to value your assessment appeal.  
When done click the “Next” button. 
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Step 4: 

Write a statement explaining why you believe the assessment should be changed. 
 When done click the “Next” button. 
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Step 5: Supporting Document (UPLOADS): 
Here you have the option to Upload, Mail In / Walk In supporting documentation. Items to upload 
may be 1) Appraisal, 2) Income, 3) Sales, 4) Pictures and 5) anything else that will support your 
opinion of value (Other). You may choose to provide No Documentation at this time.  

 

 
Step 5: (UPLOADS), continued:   
Example of “UPLOAD” continued. When done click on the “Next” button. 

 

AFTER SELECTING A TYPE, BROWSE 
TO THE FILE YOU WISH TO UPLOAD. 
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Step 5: Supporting Document (Mail In / Walk In) explained: 

Mail In/Walk In Policy Guidelines: 
To alleviate any confusion or mistakes, please immediately mail or hand-deliver your supporting 
documentation to the PVA Office in order to finalize your online Conference Appeal. 
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Appeal Review: 
You have the option to edit any portion of the appeal at this time.  
If the information is correct type your name in the “Signature” area and click on “Submit Appeal”. 
Disclaimer: Your appeal is not officially filed until you submit the appeal and you get a confirmation 
number. 
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Your Conference Appeal is now complete. 
At this time you should “print a copy” of your assessment appeal. 
You will need the Confirmation Number if you wish to check the status of your appeal.  
If you encounter any problems and require additional support, please call (502) 574-6224. 

 
Please keep a copy of the Conference Appeal form for your records. 
You may exit the system or return to the Appeal Home if you have more appeals. 
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Once your appeal is filed with the Jefferson County PVA’s Office, you can Check the Status of your a 
appeal. Click on Check Appeal Status, and enter your PVA Confirmation Number. 
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